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1. Purpose. To publish orders for the CDO CDSNCO and CDD.
2. Cancellation. CCO 1601. 16X
3. Action

a. Comuanders Intent. Although specific paraneters are delineated in the
Conbat Center Order, they should be viewed as the mininal requirenments. For m ssion
success, you need to establish a total situational awareness of the climte and
activities aboard the Combat Center and ensure that you position yourself to
properly influence the action, whether by thorough reporting, initiating corrective
action or by proactively becom ng involved yourself. You are the Command's | ead on
ensuring that good order and discipline are maintained, that Marine Corps Air G ound
Conbat Center acconplishes it's mssion and that all visitors and custoners of the
Conbat Center are well received and satisfied with the services provided.

b. Conbat Center Adjutant

(1) Publish a letter 20 days prior to each quarter assigning quotas to units
for the assignnent of CDO, CDSNCO and CDD.

(2) Maintain and keep current the Duty Reference Binder (DRB) for use by
duty personnel. This Order will be maintained in the DRB.

(3) Consolidate and publish the nonthly duty roster and maintain a | ocator
for use by the CDO. A copy of the duty roster will be located in the DRB, Tab B.

(4) Maintain the nmusic tapes and audi o equi pnent.

(5) Provide instructions to CDSNCO and CDO s as required.
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(6) Assist in the playing of music when the Band is not present for the
Friday morning Col ors Cerenony.

c. Comuanding Oficers. The Comanding Oficers of Headquarters Battalion
(H@BN) and Marine Corps Conmuni cati on-El ectronics School (MCCES) will provide
i ndividuals, less those identified in paragraph 5d, for assignnent to the duty
positions indicated. Oficers and Staff Noncomi ssioned O ficers assigned as CDO
and CDSNCO, respectively, nust be eligible for a secret security clearance and nust
not be in a clearance term nation status due to derogatory actions or
i nvestigations.

(1) CDO. HBN and MCCES, provide officers in the grade of warrant officer
t hrough captain, (except Chief Warrant Officer 5). The CDO orders are in
encl osure (1).

(2) CDSNCO. H@BN and MCCES, provide Staff Noncommi ssioned Officers in the
grade of staff sergeant and gunnery sergeant who are eligible to stand CDSNCO
Orders for the CDSNCO are in enclosure (2).

(3) CDD. H®BN and MCCES, provide enlisted personnel in the grades of
| ance corporal and below. |ndividuals assigned nust have a valid state driver's
license and Drivers Inprovenent Card. Oders for the CDD are in enclosure (3).

(4) Submit the names of individuals assigned the duty of CDO, CDSNCO, or CDD
to the CG MCAGCC (Adjutant), by the 20th of the nonth preceding the duty nonth, for
consol i dation and publication of the nmonthly duty roster.

(5) Upon distribution of the duty roster, ensure each Marine assigned duty
receives a copy, and nmake available this Oder for watch standers to read.

(6) Instruct organizational/unit duty officers/SDNCOs to tel ephonically
report to the CDO extension 7200, by 1700 on working days and by 0900 on nonwor ki ng
days. Unit officers/SDNCCs will report their nane, unit, tel ephone extension and
bui |l di ng | ocati on.

(7) Notify the CG MCAGCC (Adjutant), of all duty personnel assignment
changes as soon as they occur so the master file copy of the duty roster and the
Conmmandi ng CGeneral's duty roster nay be updated to refl ect changes.

(8) Provide to the Conmbat Center Adjutant and Staff Secretary a current
listing of key personnel within the command (Recall Roster) who are designated
poi nts of contact (POC) and can be contacted after working hours on matters rel ated
to the conmand by the first of every nonth so the CDO s conputer database nay be
updated. These listings will be maintained in the Recall/Access Bi nder

(9) Incorporate this Oder into the command's interior guard reference
bi nder.

4. Summary of Revisions. This Revision contains a substantial nunber of changes
and nust be conpletely revi ewed.

5. Information

a. The CDO CDSNCO and CDD posts provide command-|evel representation
out side of regular working hours to effectively deal with routine and energency
situations affecting the Conbat Center. The intent of assigning both a CDO and
CDSNCO i s to ensure adequate observation of Conbat Center personnel and facilities
wi thout losing the ability to respond rapidly to enmergency situations.
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The CDO will be authorized access up to and including secret naterials

whi |l e perform ng assigned duties.

C.

The CDO and CDSNCO nust subsist all nmeals in a nmesshall of choice during

their tour of duty.

d.

e.
or Chief

The following billets are exenpt from Conbat Center duty:

Commandi ng Officers

MCAGCC Directors

Ai de- de- Canp

Prot ocol SNCO

Chief of Staff Admi n Chief

Staff Secretary

Provost Marshal - (Al Marines)

Tactical Training Exercise Control Goup (Al officers and SNCOs)
Reserve Support Unit personnel (all personnel exenpt during Reserves CAX s)
Oficer and enlisted students at MCCES

Expl osi ve Ordnance Disposal (Al officers and SNCOs)

Band (Al |l Personnel)

Furt her exenptions by billet will be granted only by the Conmandi ng Gener al
of Staff.

6. Reserve Applicability. This Oder is applicable to the Marine Corps Reserve.

/] signed//
D. T. LENNOX
Chi ef of Staff

DI STRIBUTION: A-1
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Orders for the Command Duty O ficer (CDO

1. Ceneral. You are the direct representative of the Conmandi ng General. You are



responsi ble for the conduct of the watch. As such, you will ensure assigned conmand
duty personnel are fully cognizant of their duties and carry them out professionally
per this Order. You will provide guidance and instruction to the tenant unit duty
officers, maintain a |link between the CG and Chief of Staff with the unit duty

of ficers, and provide supervision on non-routine matters or when duty officers are
uncertain which cognizant staff section/directorate to contact. You will keep the
CDSNCO appri sed of your whereabouts at all times during your watch

a. Place of Duty. During non-working hours, your place of duty is in the
command duty office located in building 1554. During nornmal workdays, you will
report to your work section and performregularly assigned duties follow ng posting
and norni ng col ors.

b. Tour of Duty. The tour of duty is 24 hours, starting at 0730 daily. Prior
to reporting to building 1554 to assune the duty, you will fanmiliarize yourself with
this Order and the other Orders in the DRB

c. Posting and Relieving

(1) Workdays. On normal workdays, you will report to the Conbat Center
Chi ef of Staff, building 1554, at 0730 for fornal posting and at 1600 for speci al
instructions. You will be formally relieved by the Conbat Center Chief of Staff at
0730 the followi ng norning.

(2) Non-working Days. Wen duty comences on a non-working day, report to
the Conbat Center Chief of Staff at 0730 on the last day prior to the day of duty
for a briefing. Posting/relief will be done informally at 0730 on non-worki ng days
by the onconing/off-going CDO s in building 1554.

(3) In the event operational/training requirenents will prevent your
reporting to the Chief of Staff at the scheduled time, you will personally or
tel ephonically notify the Chief of Staff, in advance, with the reasons for your
proj ected absence from posting.

d. Uniform The utility uniformwith duty belt is the appropriate uniformfor
duty.

e. Property. You are responsible for obtaining the Range and Traini ng
Facilities Schedule Bulletin fromthe Range Scheduling Ofice in building 1559 prior
to 1630 on workdays and fromthe outgoing CDO on nonworki ng days. The CDSNCO wi | |
mai ntai n custody of keys, the DRB and recall/access binder. The CDD will have the
CDD bi nder for locator/admnistrative functions.

f. Logbook. You will maintain a chronological record of events occurring

during your tour of duty. On non-working days, the oncoming CDO will countersign
the final entry.
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(1) Log entries will be legible and conplete, to include

(a) Nanes, ranks, SSN s and units of personnel concerned.



(b) Names, ranks and units of all personnel notified of specific
i ncidents, or who notified either you or the CDSNCO of specific incidents.

(c) Dates and tinmes of incidents as well as date/tine that you were
notified.

(d) Locations of incidents.

(e) Entries should answer the questions: who, what, when, where, why
and how. If it is worth noting on a piece of paper to be passed on, it is worth
annotating in your | ogbook.

(f) Abbreviations will not be used unless so common that any reader
woul d understand them Exanples of usabl e abbreviations are rank or unit
desi gnati ons.

(2) Your logbook is for Oficial Use Only. Spurious conments, jokes and
sim | ar unnecessary comruni cations will not be entered therein.

(3) The following entries will be nmade in the | ogbook

(a) Upon posting at 0730: "I have assuned the duties as the Command
Duty Officer. | have read and understand all orders pertaining to this post. |
understand that | am authorized access to classified information to the Secret |eve
in the performance of my official duties as CDO, further, | understand my obligation
to protect classified infornation per Chapter 3 and 5 of SECNAVI NST 5510. 30A. "

(b) Inmmediately prior to relief at 0730: "I understand that my access
to classified information during this tour of duty is termnated. Further, |
understand nmy obligation to protect classified infornation per Chapter 3 and 5 of
SECNAVI NST 551 0. 30A. "

2. Duties. The following duties will be perforned as required:
a. Colors

(1) Personally observe the execution of norning colors at 0800 and eveni ng
colors at the appropriate tinme, fromthe head of the stairway in front of the
Conbat Center Headquarters Building, building 1554. Renmin at the head of the
stairway until the senior nmenber of the color detail has reported the colors
properly posted/retrieved. Times for evening colors are posted above the tape
pl ayer in building 1554 or can be obtained from Center Adjutant O fice. Correct
time of day is obtained by calling the U S. Naval Cbservatory at DSN 88-762-1401
H®BN and MCCES provide the color detail and the flags are located in the duty office
mai nt ai ned by Center Adjutant. The Provost Marshal provides Marines for the Friday
Mor ni ng Col ors Cerenony only.

(2) Ensure that the church pennant is raised at 0805 and | owered 15 ninutes
prior to evening colors each Sunday. The church pennant will be raised to a point
i medi ately below the National Colors. Church call will be played i nmediately
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foll owi ng norning colors on Sunday; the cassette tape is |located on the shelf above
t he tape recorder.

(3) When notified by the Conbat Center Staff Secretary, Conbat Center
Adj utant, or by nessage from proper authority that colors are to be flown at
hal f-nast, properly informthe col or detail.



(4) Do not |ower the Conmmandi ng General's flag unless directed by the Conbat
Center Adjutant, Staff Secretary, or the Protocol Oficer.

b. Visits to Conbat Center Facilities. Visit various Conbat Center facilities
during your tour of duty to observe the condition and use of the facility as well as
conduct of personnel in and around the facility. Area tours will be conducted at
| east once from assunption of duties until mdnight and at | east once between the
hours of m dnight and 0700. Inspect the police of areas and i nform organi zati onal
duty officers responsible for areas listed in reference (a) that need to be policed.
Annotate this contact in the | ogbook.

(1) Theater and Enlisted Cub. Contact personnel at the Theater and
Enlisted Club to determ ne closing tines. bserve their closings.

(2) MCCS Activities. MCCS Activity Manager are required to conplete police
calls of their activities. CDOs will check to ensure this is done.

(3) Oher Facilities. Visit the following facilities at |east once during
your tour of duty:

(a) Oficer's Cub.

(b) Bowling Alley.

(c) East and West Center Gyns.
(d) Exchange/ Seven Day Store.
(e) Conmi ssary.

(f) Laundronat.

(g) Amo Dunp.

(h) Expeditionary Airfield.
(i) Child and Youth Prograns.
(j) Seven Day Store (Del Valle Road in old canp area).
(k) Phone Center.

(1) Gas Station.

(m Cybercade (Bl dg 1519-T1).

(n) Felix Field.
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(4) Qutdoor Facilities. Lights on outdoor facilities are to be turned off
when facilities are not in use. Cenerally, this requires a tour of the follow ng
facilities once after nidnight:

(a) Tennis Courts by the Mni-Park. The light switch is |ocated next to
the mni-park entrance gate.




(b) Tennis Courts by Victory Field. The light swwtch is |ocated on a
t el ephone pol e approxi mately 20 feet fromthe northeast (Subway Sandwi ch Shop) end
of the court.

(c¢) Racquetball Courts by Victory Field. The switch is located on the
nort hwest corner of the courts.

(d) Basketball/Volleyball Courts near the Subway Sandw ch Shop. These
lights are on a tiner set to go off at 2400. |If they fail to do so, a | ogbook entry
is required.

(e) Racquetball Court at Del Valle Field. The light switch for the
racquetball courts is located in the head at the racquetball court. Recreation
Services personnel will secure the field and lights at 2200. |If the lights are
found on after 2200, Recreation Services personnel will be recalled to secure the
lights.

(f) Tennis and Basketball Courts near the Oficers' Club. The switch is
| ocated on the |ight pole.

(g) Felix, Del Valle and Victory Fields. Lights are on an autonated
system The tinmers will be adjusted throughout the year to account for Dayli ght
Savi ngs Ti ne.

(5) Touring MCCES and HQBN. The CDO will tour MCCES and H@BN barracks
bet ween the hours of 1900 - 2100. Ensure all duties display appropriate attention
to duty, are alert, aware, and wal king their posts. Ensure the SDNCO tours MCCES
and HBN barracks between the hours of 2000 - 2200.

(6) Base Police Inspections. On Saturday and Sunday of each week, the CDO
wi | I conduct a base police inspection. The objective of this inspectionis to
identify discrepancies such as gear adrift, excessive weed growth, trash in the open
and boots on tel ephone lines. Additionally, any safety violations observed shoul d
be noted. Safety violations that present a serious hazard to persons or property
shoul d be reported i nmedi ately per established policy.

(a) A working party is provided on weekends and hol i days.
Reference (e) applies. The working party's main function is to police Adobe Road
(Gate to Sturgis), Del Valle Road, (Comrissary to Center Magazine), Fifth Street,
Sixth Street and the area in between. The CDO CDSNCO i s responsible for the
supervi sion and inspection of the details' performance.
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(b) The CDO will tour off-base nilitary housing as directed.

(c) CDCs will conplete a legible handwitten inspection report by the
end of their periods of duty.

c. Personnel Reporting Aboard

(1) Al personnel reporting aboard the Conbat Center for duty (PCS or TAD)



or duty under instruction will be directed to their parent or TAD conmand for orders
endorsenent and billeting as required. The exception to this procedure is

those Marines checking into the Sergeant's Course (MCC JBJ). The CDO will neke a

| ogbook entry on tinme and date those Marines reported and will stanp their orders
accordingly. Oficers reporting aboard MCC 015 will be instructed to report at 0730
on the next workday to the Director, Manpower, building 1554.

(2) Transportation

(a) The Conmand Duty Driver may be dispatched in unusual circunstances.
It is the receiving conmand's responsibility for transportation of arriving
personnel fromthe command duty officer to the receiving organization duty office.

(b) Transportation will not be dispatched off-Center to pick up
personnel who fail to make adequate travel arrangements. Personnel requesting
such transportation will be notified of their available options: the |ocal bus
conpany (Desert Stage Lines) or taxicab and provided with the phone nunber for the
appropriate Unit Duty Oficer

d. Phone Watch. The duty tel ephone will not be left unattended. The CDSNCO
will be present when the CDOis not available. |If the CDSNCOis on a tour of the
area when a call to sight an i medi ate nessage is received, direct the
Commmuni cati ons Center personnel to bring the nmessage, to include classified
nmessages, to the duty office. It nmight be an energency action nessage and the
CDSNCO nay not return for an extended period of tine.

(1) Phones will be answered pronptly and courteously as follows:
"MCAGCC Command Duty Office. This is an unsecured |ine. (Rank/Nanme) Speaking. How
may | help you?"

(2) Honme phone nunmbers will not be given out w thout the owner's express
perm ssi on.

(3) Duty officel/barracks phone nunbers are not considered "personal" and
shal |l be provided, if requested.

e. Telephone Calls/Visitors for the Commandi ng General. |In order to ensure the
Conmmandi ng General and the Chief of Staff receive only bonafide personal calls,
CDQO CDSNCO wi || adhere to the foll owi ng procedures:

(1) The CDO'CDSNCO will determine if the call is a bonafide personal cal
or an official call that cannot be postponed until nornal working hours.
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(2) The CDQO'CDSNCO wi Il call the Commandi ng General or Chief of Staff at
hone to deternmine if it is desired that the apparent personal call or tine-critica
official call be transferred to the General or Chief of Staff Quarters.

(3) The CDO'CDSNCO wi Il transfer all calls which have been determ ned to be
of ficial or bonafide personal calls to the Commandi ng General's or Chief of Staff's
quarters.

(4) During the absence of the Conmmandi ng General, the CDQO CDSNCO wi |l |
transfer all of the Conmandi ng General's inconming calls, including personal calls,



to the Chief of Staff.

(5) Individuals w thout decals and passes desiring to visit the Commandi ng
General during non-working hours will be processed per the follow ng procedures:

(a) PMOw ||l ascertain the nature of the visit and informthe CDO

(b) The CDO will determ ne whether the visitor has a bonafide reason to
see the Conmandi ng Gener al

(c) Upon determination that the visitor is authorized, the CDO w ||
request a Mlitary Police patrol escort for the visitor to the designated | ocation
The patrol unit will remain with the visitor until officially dismssed

f. Tel ephoni ¢ Congressional/Special Interest Inquiries

(1) Headquarters, U S. Marine Corps occasionally requires i nmedi ate
i nfornati on for response to congressional inquiries. |If such a request is received,
take the foll owi ng action:

(a) Record the conversation in detail.

(b) If possible, ascertain the parent unit of the individual. |If
necessary, check the locator files.

(c) If the individual is assigned aboard the Conbat Center, contact the
Duty Officer of the appropriate conmand.

(2) Response nust be provided within 24 hours; therefore, expeditious
notification to the correct action officer is secondary only to an accurate,
detail ed record of the initial phone call

(3) Special interest inquiries fromany nedia source will be referred to the
Public Affairs O ficer.

g. VIP Visits

(1) Upon notification that any active duty visiting general or flag officer
is entering the Conbat Center, imediately notify the MCAGCC Chief of Staff, and
make a | ogbook entry of the above notification

(2) Requests for VIP Suites. The Protocol O ficer manages the VIP Suites.
Upon recei pt of any requests for these suites by phone or in person, obtain the nane
and grade of the requester, dates and nature of business, and, if by phone,
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a nunber where the party can be reached for confirmation or disapproval. Then

contact the Protocol O fice for instructions. Final confirnation or disapprova
will then be provided to the requester by the CDO CDSNCO i f imrediate reply is
necessary.

h. Messages

(1) Energency Action Message (EAM. An EAMis an extrenmely high precedence
nmessage (higher than Flash or Inmediate). Wen an EAMis received, the
Conmmmuni cation Center will notify the CDO. The CDOwi |l view and receipt for this
message wi t hout delay and annotate all pertinent information concerning the nessage
in the CDO s | ogbhook. The CDOw Il then imrediately notify the 7th Mari nes OOD




(EAM s are usually released for action to the Fleet Marine Force Conbat Arns units)
that an EAM has been received. Regardless of what unit the EAMis for, the Chief of
Staff will be notified that an EAM has been received

(2) Cassified Inconmng. After normal working hours, sight all ACTION
| mredi ate and Fl ash precedence (|l ess Top Secret) messages upon notification of their
recei pt by the Comuni cations Center. (The CDSNCO may si ght these nessages.)
Record in your |ogbook the (a) classification, (b) (DTG, (c¢) FROM addressee, and
(d) whether the CGis an ACTION or an INFO to MCAGCC. Use your best judgnment

whet her to act on the nessage. |If it is an action nessage or | NFO nmessage with
action required, call the cognizant staff officer and nake an appropriate | ogbook
entry. |If no action is required, indicate "NAR' by the above information in the

| ogbook. If the action officer needs a copy of the nessage, the CDO will receipt
for the nessage fromthe Conmunication Center. Wen the action officer is finished
with the nessage, that officer will return it to the Conmmunications Center. |If the
action officer does not have a clearance, the nessage will be referred to the next
officer in the chain of command who does possess a clearance. |f the action officer

needs a place to keep the nessage, the Communi cations Center will be used for
saf ekeepi ng.

(3) Unclassified Incoming. The CDOw Il sight copies of all |mrediate
Uncl assi fied nessages through the CDO Public Fol der, |ocated under "Base Messages"
on the CDO conputer. |If the CDO determines action is required, call the cogni zant

staff officer or annotate "NAR' on the nessage and your | ogbook appropriately.
Messages will be given to your relief and the Staff Secretary after posting and
relief.

i. Dispatching Transportation. You are authorized to dispatch vehicles for
personnel departing on energency | eave who need transportation to the bus termna
in Twentynine Palms or to the airline termnal in Palm Springs, provided schedul ed
bus service from Twentyni ne Pal ns precludes arriving in time for a scheduled flight.
The CDO will call the GVED Duty Di spatcher at ext. 7317 to arrange for use of a
vehi cl e.

j. Leave and Extension of Leave and Liberty. Requests for |eave or extension
of leave or liberty by personnel currently assigned aboard the Conbat Center will be
referred to the appropriate unit duty officer. For personnel inbound to CG MCAGCC,
the CDOwill grant (or deny) |eave extensions on a case-by-case basis. For
personnel inbound to conmands ot her than CG MCAGCC, |eave requests/extensions wll
be referred to that command's duty officer.

k. Anmunition Shipnents Received after Normal Wrking Hours. Wen notified
that a shipnent has arrived, contact the Provost Marshal's office for instructions.
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I. Funeral Details. Cccasionally, calls are received fromfuneral directors
requesting funeral details. |In responding to these queries, the foll ow ng
gui del i nes appl y:

(1) Request fromthe funeral director the nane, rank and branch of service
of the deceased and informthe funeral director that he will be contacted the next
wor kday regardi ng the request.

(2) Record the call and information (including phone nunber and nanme of
funeral hone) received in the | ogbook

(3) Advise the Staff Secretary of the request. The Staff Secretary wll
ensure that the Public Affairs Oficer and the Base Sergeant Mjor are advi sed of
t he request.



m Searches. You will not authorize searches or seizures of either personne
or property aboard the Conbat Center. Searches will be authorized only by unit
conmanders or the Conmandi ng General. Detailed instructions concerning searches are
contained in reference (b), which is located in the DRB.

n. Apprehension. Apprehension is the taking of a person into custody. Menbers
of the Mlitary Police may apprehend individuals upon reasonable belief that an
of fense has been comitted and that the person to be apprehended has comitted it.
An officer will be apprehended only by another officer, except where such action is
necessary to prevent disgrace to the service, or upon comm ssion of a serious crine.
CDCs nmay be called upon by PMO to provide assi stance when apprehendi ng anot her
of ficer.

0. Detention/Confinenment. As used herein, detention is the restraint of
individuals in the holding facility aboard the Conbat Center. Detention wll not
exceed a period of 24 hours. Confinement refers to the physical restraint of the
personnel at the Brig, Marine Corps Base, Canp Pendleton, California. The
procedures for inposing pretrial restraint are contained in reference (c).

(1) The Mlitary Police are authorized to detain individuals incident to
apprehension. Odinarily, such detention will continue only until the unit duty
of ficer can assune custody. The Provost Marshal will refer all cases and of fenders
to the individual's parent unit.

(2) A Special Courts-Martial Convening Authority, or the unit duty officer
if a conmm ssioned officer, may order an enlisted Marine into pretrial confinenent at
the holding facility without prior approval of higher authority after normal working
hours and non-worki ng days. No officer shall be ordered into arrest or confinenment
wi t hout prior approval of the Conmandi ng CGeneral

(3) I'n the absence of a unit Special Courts-Martial Convening Authority or
duty officer, or in the event that the unit duty officer is not a conm ssioned
of ficer, you may, at the request of the command or Provost Marshal, or upon your
aut hority, authorize such confinenent subject to the sane linitations discussed in
subpar agraphs (1) and (2) above.

(4) The Conmmanding O ficer of the confined or detained individual is
responsi ble for the preparation of all confinenent/detention orders.
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p. Explosive Ordnance Disposal (EOD) Of Installation Response

(1) The EOD duty technician will contact the CDO prior to responding to any
off installation request. Of installation EOD assistance calls are nornally
generated by civil |aw enforcenent agencies through the Central Dispatch office.

o (2) EOD will notify the CDO for significant events and conpl etion of
m ssi on.

3. Message Reporting. Should the CDO be directed to rel ease an unclassified
message on behal f of the Commandi ng General, draft the nmessage using the Defense
Messagi ng System (DVS) and send to the Comunication Center (SMB 29pal s
CCTR@9pal ms. usnt. ml). Specific instructions for this my be found in the DRB

4. Incident Reporting




a. Incidents of National Concern. Reference (d) requires that higher
headquarters be notified of events that have potential national or internationa
significance. Exanples of such incidents are:

(1) Mlitary/police incidents.

(2) CGivil disorders.

(3) Operational Incidents.

(4) Serious aircraft accidents/incidents.
(5) Ground accidents.

(6) Near collisions in flight.

(7) Accidents involving amunition, explosives or nuclear nunitions,
i ncludi ng acci dental discharge of weapons resulting in injury or death.

(8) Wdespread fires.
(9) Epidemc.

(10) Serious crinmes, mshap or disturbance that may result in extensive news
cover age.

(11) Objects dropped from Mari ne Corps aircraft.
(12) Natural disasters, i.e., a mmjor earthquake.
(13) Covert acts of sabotage.

(14) Conpronise of classified information.

(15) Bonb threats (actual or hoax).**

Upon receiving informati on about any of the above incidents, inmediately refer to
reference (d), a copy of which is in the DRB. All nessage traffic concerning
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incidents of this nature will be released by the CDO foll owi ng approval by the Chief
of Staff. **Bonb threat call checklists are maintained in a brown folder next to the
CDO t el ephone.

b. Energency Destruction Plan. After normal working hours, when the need for
destruction of classified nmaterial becones apparent, or when directed by the
Conmmandi ng General or the Chief of Staff, contact the Classified Material Control
Center O ficer, Center Adjutant, for specific procedures.

c. Riot or Disaster. 1In the event of a riot, disaster or other energency
af fecting the Conbat Center and/or surrounding area, inmediately notify PMO, PAQ
and Chief of Staff. Should the Chief of Staff direct you to initiate the Energency
Qperations Center (EOCC), contact the Director, O&T for specific procedures. Acquire
as much information as possi ble concerning the energency.

d. Destructive Weat her Conditions




(1) Notify PMO Director, |1&, Head, Facilities Mintenance Division
BEARMAT, and all unit duty officers upon notification fromthe Fleet \Wather
Facility, San Diego, or the Wather Service Branch, Mrine Wng Support Squadron 374
that destructive weather conditions are expected. Additionally, notify the Chief of
Staff and the Director, O&T.

(2) Contact PMOto arrange for the stormflag to replace the displayed
national col ors.

e. Casualties

(1) Upon notification of a casualty (death or serious injury) of any service
menber or dependent stationed or training at the Combat Center, inmediately notify
their unit duty officer and the duty Chaplain. Notify the Chief of Staff or in his
absence, notify the Commandi ng General directly. The casualty officer
assigned by each unit will be contacted by their unit duty officer

(2) Obtain as nmuch infornmation as possible, utilizing reference (d), figure
2-1. A copy of reference (d) is naintained in the DRB.

(3) Commanders of units training aboard the Conbat Center are responsible
for casualty reporting within their respective commands. Upon notification of a
casualty within a training unit, notify the Chief of Staff per subparagraph 4e(1)
above.

f. Fires. Wen notification is received fromthe Conbat Center Fire Departnent
of an actual fire alarm (response to a fire or an incident requiring fire departnent
response), imedi ately nake a | ogbook entry and note whether the fire is aboard the
Conbat Center or in the surrounding commnity.

g. Incidents of a General Nature. The use of good judgnent and discretion is
expected in any case not covered by this O der

(1) The CDOwill informthe Chief of Staff of any incident which, under the
di ctates of comon sense, the Chief of Staff would want to know about. Such
i ncidents include, but are not |limted to, the foll ow ng:
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(a) Any death occurring aboard the Conbat Center

(b) Casualties (serious injury that could result in death).
(c¢) Rape.

(d) Arson.

(e) Incidents with the potential to generate i mmedi ate adverse interest
on the part of the civilian authorities/popul ace.

(f) Accidental firearmdischarge which nay cause death or injury.
(g) Any ordnance found outside the Conbat Center
(2) When informng the Chief of Staff of an incident, efforts to contact him

wi |l involve vigorous pursuit of all possibilities and will not cease after one
unsuccessful phone call. Since the Chief of Staff or designated representative is



al ways on call, he will be notified of an incident and wll decide whether to notify
t he Conmandi ng CGeneral .

(3) Call the Director, O&T, Deputy Director, or Range Scheduling O ficer, if
a training/ CAX incident/acci dent occurs.

(4) Refer to PAO any inquiries fromthe news nedia or famly nenbers about
incidents. You will not specul ate about any information.

(5) Contact point for the duty chaplain is maintained at the Branch Hospital
Quarterdeck. |If a situation arises requiring assistance froma chaplain, the CDO
will call 830-2190.

(6) Notify PAO inmediately of any incidents listed in paragraph 4.
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Orders for the Conmand Duty Staff Nonconm ssioned O ficer (CDSNCO

1. GCeneral. You will function as the assistant to the CDO and handle all nmatters
of a routine nature during the tour of duty. You are a representative of the
Conmmandi ng General during your watch.

a. Place of Duty. During non-working hours, your place of duty is the duty
of fice, building 1554 (Headquarters Building). During normal workdays, you will
report to your work section and performregularly assigned duties follow ng the
posting of norning colors until 1530.

b. Tour of Duty. The tour of duty is 24 hours, starting at 0730 daily. Prior
to reporting to building 1554 to assune the duty, you will fanmiliarize yourself with
this Order. When assuning the duty, review the DRB and the duty clerk's binder
| ocated in the duty room

c. Posting and Reli ef

(1) Workdays. On normal workdays report to the MCAGCC Sergeant Mj or,
buil di ng 1554, at 0730 for initial posting and again at 1530 for final instructions.
You will be relieved by the MCAGCC Sergeant Major at 0730 the foll ow ng norning.



(2) Non-working Days. When assigned duty on non-working days, report to the
MCAGCC Sergeant Major for a briefing at 0730 on the |ast working day prior to the
day of duty. You will be posted and relieved by the CDO at 0730 on non-worki ng days
in building 1554.

(3) In the event operational/training requirenents will prevent your
reporting to the MCAGCC Sergeant Major at the scheduled tine, either you or your
sergeant major will telephonically notify the MCAGCC Sergeant Mjor of the reasons
for your projected absence from posting. Upon posting/briefing by the MCAGCC
Sergeant Major, you will be responsible for the posting of your CDD in the Duty
Ofice.

d. Uniform The utility uniformwith duty belt is the appropriate uniform

e. Property. Proper care and security of the duty binders, key ring and
property used for the mai ntenance of the watch is your responsibility. This
property consists of bedding, tape player, anplifier, and tapes.

(1) Upon the assuming the duty at 0730, hold inventory and enter the
followi ng statenent in the | ogbook

"l have assunmed duties as the CDSNCO. | have read and understand all orders
pertaining to this post. | have tenporary custody of the follow ng property: one
key to the Duty Ofice key locker with keys in the key | ocker; the Duty Reference
Bi nder: and the Duty Recall/Access Binder." Accountable Property: 1 tape player
2 amplifiers.
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(2) Ensure that no equi pnment or property is renmoved fromthe duty room
Linen is for the use of duty watch personnel and under no circunstances will |inen
be checked out to personnel reporting for duty or TAD.

(3) Key Control. Upon assuming the duty, conduct an inventory of the key
| ocker and ensure that all keys are accounted for. Results of the inventory will be
entered in the | ogbook.

f. Logbook. Maintain a chronological record of events occurring on the watch

Entries will be neatly printed and | egible. Logbook entries will include at a
M ni mum

(1) Inventory results.

(2) Incom ng personnel, reporting tines and dates, to include nane, rank
SSN and MCC to which they are reporting.

(3) Requests for entry to office spaces, to include nane and grade of
requester. O fice space entered and tine of entry/exit.

(4) Any non-routine request or event occurring on your watch

(5) Entries directed by the CDO



2. Duties. The followng duties wll be perforned, as required

a. Inventories. Inventory of property and key | ocker as noted above.

b. Security Checks of Building 1554 South Wng, Building 1554 North W ng,
Operations and Training, Building 1559 PAO office and CG s Conference Room Building
1555 and The Village Center 1551

(1) Security checks will include:

(a) A visual inspection to ensure that office spaces are secured and
t hat wi ndows have not been left open

(b) Security container inspection as discussed bel ow.

(2) On nornal working days, security inspections will be conducted at | east
once during the tour of duty. Logbook entries will include tinme checked and results
of each check.

(3) On non-working days, security inspections will be conducted tw ce during
the tour of duty, once during the day and once after dark. Logbook entries as to
the results and tinmes inspected are required.

c. Tours of HOBN and MCCES. Ensure you tour H@BN and MCCES barracks and check
on their duty personnel at |east once between the hours of 2000 - 2200.

d. dassified Material Adrift and or Unsecured Container. |f a container in
which classified material is stored is found to be unlocked or if classified
material is found adrift in the absence of assigned personnel, renmain with the
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container/material and notify the CDO who will initiate the recall of one of the
responsi bl e individuals indicated on the container. The responsible individual wll
conduct an inventory of the container to deternmine if a conpronise has occurred.

The CDO will make a security violation report in the |ogbook, to include

the deternination by the responsible individual whether or not a conprom se
occurred. The security violation report will be provided to the Chief of Staff by
the CDO on the next working day followi ng the violation

e. Command | nspections. The Security Manager will conduct periodic
after-hours inspections within the Headquarters (building 1554) to ensure that
security procedures are followed. Prior to inspection, the Security Manager wil |
check in with the CDO. The CDSNCO wi | | acconpany the security manager during
i nspecti ons.

f. Security Assistance. Contact the duty Cl representative through the Conbat
Center Security Manager/ Assistant Security Manager for instances involving the
security of classified material that are not covered by this Order

g. Keys

(1) The keys fromthe key | ocker will not be given to individuals to open
of fice spaces. Acconpany individuals desiring entry into office spaces, verify
their authorization for access to the office spaces by checking identification cards
agai nst access lists and unl ock doors for the individuals.

(2) The only exceptions to subparagraph 2f(1) above will be Staff Judge



Advocate (SJA) personnel and Conbat Center C ub System personnel. Refer to the
Recal | / Access Bi nder for names of these persons. SJA personnel will turn in access
keys after normal working hours and pick themup the next working day.

h. Commandi ng General's Flag. The flag will be |owered only when directed by
the Adjutant, Staff Secretary or the Protocol Oficer. It will be raised upon
notification of the Cormandi ng General's return.

i. Standing Lights. Ensure that all standing lights |ocated at buil dings 1554,
1555 and 1559 are turned on at sunset and off at sunrise.

j. Visits to Conbat Center Facilities. Various Conbat Center facilities should
be visited during your tour of duty to observe the condition and use of the facility
and the conduct of personnel in and around the facility. On nornal workdays, at
| east three of the following facilities will be visited. On non-working days, you
will visit each facility listed at |east twice during the tour of duty:

(1) Library.

(2) Bowling Alley.

(3) Exchange/ Seven Day Store.
(4) Conmi ssary.

(5) Staff NCO C ub.
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(6) Enlisted C ub.

(7) Laundronat.

(8) Hobby Shop.

(9) East and West Fitness Centers.

(10) Subway Sandw ch Shop.

(11) Theater.

(12) Youth Activities Center.

(13) Seven Day Store (Del Valle Road in old canp area).
(14) Burger King.

(15) Dom noes Pizza.

Log in all tours; report any discrepancies and the results of each visit to the CDO
for action/information.

j. Inspection of Recreational Areas. You are responsible for inspection of
these areas after normal working hours. You should require identification fromthe
seni or nenber of the group utilizing Victory Field and/or the recreation area by any
unit/organi zation when in use. This information will be provided to the unit
responsi ble for the police of that area as assigned in reference (a).




k. Music for Morning and Evening Colors. You are responsible for nmorning and
evening colors, and taps at the appropriate tines (norning colors - 0800; evening
colors - time posted above tape machine; taps - 2200); and on Sunday, church call
will be played inmediately following norning colors (the tapes are located on the
top of the tape recorder). The CDSNCO will call the Naval Observatory at DSN
88-762- 1401, at least once during the tour of duty to ensure the tine is accurate on
the master cl ock.

. The CDSNCO wi || ensure that both wings in building 1554 are open at 0545
dai ly on wor kdays.

3. Schedul e Recapitul ation

a. Wrkdays
Ti ne EVENT
0730 Posting, Building 1554 by MCAGCC Sergeant Major.
I nventory property key | ocker.
0755 First Call.
0800 Play norning colors, then return to work section.
1530 Final brief, building 1554, and posting. Report to

CDO, bui l di ng 1554.
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As directed First call.
As directed Pl ay eveni ng col ors.
As directed Chow.
2200 Pl ay taps.
0700 Rel i ef , building 1554 by MCAGCC Sergeant Maj or.
b. Nonworki ng Days
Ti me Event
0730 Brief (last workday prior to duty), building 1554 by
MCAGCC Ser geant Maj or.
0730 Posting, building 1554, inventory property key | ocker.
0755 First call.
0800 Pl ay norni ng col ors.
0800 (imredi ately play church call after Mrning Colors (on
Sunday) .
As directed First call.

As directed Pl ay eveni ng col ors.



As directed Chow.
2200 Pl ay Taps.
0730 Rel i ef .
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Orders for the Conmand Duty Driver (CDD)

1. Ceneral. Provide adnministrative support and serve as duty driver for conmand
duty personnel as required.

a. Place of Duty. During non-working hours, the place of duty is the duty
of fice, building 1554 (Headquarters Building). During normal working hours, you
will report to your work section and performall regularly assigned duties follow ng
posti ng.

b. Tour of Duty. Your tour of duty is 24 hours, conmmencing at 0730. Prior to
reporting to bldg 1554 to assume the duty, you will famliarize yourself with this
Order. Wen assunming the duty, you will review the duty driver's binder |located in
the duty room

c. Posting and Reli ef

(1) Workdays. On normal workdays, report to the Command Duty O fice, bldg
1554, at 0730 for initial posting by the CDSNCO and again at 1530. You will be
relieved by the CDSNCO at 0730 the foll ow ng norning.

(2) Nonwor ki ng Days. When standing duty on a nonworking day, report to the
Command Duty office for a briefing by the CDSNCO at 0730 on the | ast working day
prior to the day of duty. You will be posted and relieved at 0730 on nonwor ki ng
days by the CDO in building 1554.

d. Uniform The utility uniformis the appropriate uniform

e. Prerequisites to standing Cormand Duty Driver. All personnel assigned as
the Conmand Duty Driver are required to attend one of the two classes given on
Tuesday or Thursday at 0800 on how to refuel a conpressed natural gas (CNG vehicle.
The cl asses are held at GVED buil ding 1920T1. You nust have a valid state driver's
I icense and have conpleted the Drivers |Inprovenent C ass.




2. Duties. The followng duties wll be perforned as required

a. Phone Watch. Answer duty phones pronptly and courteously, as foll ows:
"Marine Corps Air Gound Conmbat Center Duty Ofice. This is an unsecured line.
(Rank/ name) speaking. How nmay | help you?" (Render as nmuch assi stance as
possi bl e.) Renenber: Honme phone nunbers will not be rel eased without the specific
perm ssion of the owner.

b. Driver. Act as the Conmand Duty Driver when and as tasked by the CDO or
CDSNCO.  You will adhere to all pertinent rules and regul ati ons concerni ng proper
operations and nai ntenance of the duty vehicle while it is in your care.
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c. Duty Ofice Miintenance. You are responsible for the cleanliness of the
Command Duty O fice spaces while they are occupied by duty personnel. You wll
ensure that the trash is enptied, food is renoved, spills are cleaned, and any
breakage or nmal functioning equipnent is reported to the Adjutant Admi n Chief prior
to your relief on working days and to the CDSNCO on non-wor ki ng days.

d. Locator. You are the Conbat Center Locator during non-working hours. As
such, you will provide unit addresses and duty phone nunbers for personnel aboard
t he Conbat Center, when requested. The duty driver's binder provides specific
gui dance.

e. Perform additional tasks as assigned by the CDO, CDSNCO, or as briefed by
t he Adjutant Admi n Chief.

3. Schedul e Recapitul ation

a. Wbrkdays
Ti me Event
0730 Posting, bldg 1554.
0745 Return to work section
1530 Final brief, building 1554. Collect duty driver's
bi nder and witing nmaterial
0730 Rel i ef .

b. Non-worki ng Days

Ti ne Event
0730 Brief (last workday prior to duty), building 1554.
0730 Posti ng, building 1554.



As directed Chow.

0730 Rel i ef .
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I nformati on Concerning Duty Reference Bi nder and CDO Conputer Database

1. Duty Reference Binder. Contains the follow ng pertinent directives to guide the
CDO and CDSNCO i n the perfornmance of their duties.

CCBul 1601, Monthly MCAGCC Duty Roster.

CCO 1601. 16Y, Combat Center Duty Orders.

SECNAVI NST 5510. 30A, Chapters 3 and 5.

CCO 11000. 4C, Police/d eanup Responsibilities for MCAGCC.
CCO 1640. 4C, Searches and Sei zure.

CCO 1640.5A, Pretrial Restraint.

CCO 1020. 11K, Combat Center Uniform Regul ati ons.

CCO P3440. 1C, Conbat Center Energency Response Pl an.

CCO P3500. 4E, SOP for Range/ Trai ning Areas and Airspace.
CCO 3572. 1B Bonb threats.

CCO 3120.7, Search and Rescue Operations (SAROPS) Aboard the Comnbat
Center.

CCO 5728. 1A, MCAGCC Noi se/ Danage Conpl ai nts.

CCBul 11014 Conbat Center Weekend and Hol i day Working Party Schedul e for the
Period of

2. CDO Conputer Database. Contains recall information, duty billet assignments,
and access rosters for use of the CDO and CDSNCO i n the performance of their duties.
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